
INSTRUCTIONS See Publication No. 76-RM-1 for instructions on completing this form; Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avend, Atlanta, Georgia. 30334. I Attention: Schedulinq Section. 

4. Dates of Series 
Earliest Latest 

I To Date 

I 
- 

I FOR AGENCY USE I 1. Agenw Address _- - FOR RECORDS MANAGEMENT USE 

5. Records Series Title (followed by title used in offie; if different) 

Federally Funded Exceptional Children's Program Files 

I Application Date I Office of Instructional Services 
Department of Education 

Division of Special Programs 
Program for Exceptional Children Secti 

Date Completed 

~~~ ~ __ Federal Pro_qra- __ 
Telephone Number 

- - 
7. R a r d  Sarias Dcrcription 

Documents relating to: 
and monitoring grants made to state-supported institutions teaching 
children in primary and secondary education. 
Included are: 

on programs under P.L. 89-313, 93-380, 94-142, 91-230(D) and other federal laws, as 
applicable. 

This file contains the following documents (include form numbersand titles, if my):  
Attach samples of the file. 

administering the federally funded exceptional children's programs 
handicapped 

applications, amendments, reports and related correspondence and documents 

~ i l ~ i ~ ~ ~ ~ ~ ~  d chronologically by fiscal year; thereunder alphabetically by institution or 
LEA on afi 'exce t 94-142 (State admin. and special. projects) and 9'1-230, Part D (preparatic 

LI 

How often are records referred to which are: 
of Personnel Fi Y es), which are numericallv by ur0-S 

8. Monthly Referenca Rate 
One to six months old ; Seven to twelve months old ; Thirteen to twenty-four months old 

twenty-five months and older 7 -  _ _  
Letter-size drawers ; Legalsize drawers ; Shelves : Other I m i f y )  

.9. Annual Rate of Accurnuletion of Re&& 

w AR-50-71; Rev. 76 



- 
a. Is this the official oopy of the series? 

b. Does the series contain confidential information requiring security handling? If yes.bite law or regulation. 
I 

X 
X 
X 

I X I c. Isthisaviol record? 
- 

- .  
If . . .  ~. i. Is_thir w i e s  for a m a i w m ' o n  of id-? 

i. _thereracds?ries -out? 

a. When one or two documents in the file make it necessary to keep the rntire file for a long period, could these 
documents be b e d  uled sew ratelv? 

f. . .  Is  the infwmat ion con t a i w d j w  r i  .eve r Dublished? If ver. am - 
9. I s  the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. Is  there a duDlication of th i s  series in vow off ice. M in another office or awncv? 
If vet. am ch CODY. 

a. State Law 0 years. d. Audit period years. 
b. Statute of limitation O y e a r s .  e. Administrative need 2 years. 
c. Federal law L y e a r s .  f. Federal retention instructions ; c 5  years. 

Attach copy or excert of laws or regulations. Explain administrative need. 
+Some ,m,ts m y  run (OF dp t o  three years P.T.,. 33-330, Sect ion 510 

4 5  CFR 100b. 734  
34 CF4 74.21 

I_ _I 

12. Approved Disposition Instructions This agenn/ recommends that the file series be cut off at  the end of each: 
0 Calendar Year; 6 Fiscal Year; 0 Other then, 

L1I Hold in the current files area month(s1 2 yearis); then 
0 Transfer to local holding area; hold 
[H Transfer to State Remrds Center; hold 
[H Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yearis); then 
yearb); then 

, 

These instructions apply to all prior and future accumulations of the series. 

Recommendations in pra- 
raph 1.2 are approved. 
Vf d i s p w d .  8- kW 
,f explanation.) 

.. . 
. .  

~. 
. .  . . . ,  

~~ 



f 

I .  

- ~ - ~~,- 
FOR AGENCY USE 

4pplication Dam 

-. .. - _ .  
ipplicarion Number 

- 
APPLICATION FOR RECORGS RETENTION SCHEDULE 

FOR RECORDS MANAGEMENT, USE 
__I_ 

1. Agency Address 
Department of Education Application Number 
Division of Special Programs 
Special Education Section 
Federal Programs & Special Projects Unit 
314 Education Annex, 156 Tr in i ty  Ave, A t l .  3uc It+ 1978 I 

Date Completed 
SEP 1 3 1978 

78- \99 
Date Received 

- . .  . ~. .~ .. 

a. 
b. 

N Estaoiisn Retention Schedule: record will continue to accumulate. 
0 Dispose of present accumulation: no further accumulation anticipated. 

- 
" 

~~ ~ . .  =~ ~. 
_____. -~ c. .~ . 0 Amend Applicatian No. --- Check One: 0 Change; 0 Supercede; 0 Void 

1. Dates of Series I 5. Records Series Title (followed by title used in office; if differentl 
Iarliest Latest 

1968 I To Date I HANDICAPPED CHILDREN PROGRAM(P.L. 89-313,Title I) GRANT FILES - . ~ I- ~~ .L__il..-.~ L ___Î  

i. Division and Offica Function What is the function of the Division and the Office in @ich ~ h b  record gries is  C a t F d ?  
7 

The Federal Programs and Special  Projects Unit a l loca tes ,  d i s t r ibu te s  and 
monitors t he  various types of spec ia l  education Federal/State grants i n  
accordance with the  S ta te  Plan fo r  Exceptional Children and Youth and a l l  
applicable Federal/State s t a tu t e s ,  rules  , regulations and S ta t e  Board of 
Education pol ic ies  on spec ia l  education. 

---__I__. _I _. - - - - 
'. Record Series Description This file contains the following documents (include form numbersand titles, if any): 

Attach samples of the file. 
Documents relating to:applying for ,  amending and monitoring grants made t o  state-supported 

in s t i t u t ions  teaching handicapped chi ldren i n  primary and secondary education. ' 

Includedare: appl icat ions,  amendments, reports  and related correspondence and documents. 

File isarranged: alphabet ical ly  by in s t i t u t ion .  
\ 

-_.__ ~ _- -. 
I. Monthly Reference Rate How often arerecords referred to which are: 

One to six months old 2 5 . - ;  Seven to twelve months old 25 ; Thirteen to twenty-four months old 2 ; 
. .  

_-__I 

~- twenty-five months and o l d e r - - -  1 ? 
-- ~ .. . - - 

2/3 . . E n n u a l  Rate of Accumulationof Recsrdr 
Lefterkize .drawers - 2  ; Legal-size .~ drawers = , Shelves - - - ;  Other (specify) 

, .  - _.-_--....I- 

$-50-71; Rev. 76 loVal 



c 

- /-*_ .--_..I_~_~ . .  _- <.----._ .--_*- .---li--~.n----~__ __ ..i_h_ 
" i 
i -  IES I NO.-[ 10. Que&nnaire (Place an * a x * G e  p r o G u m &  _.._. 

1 - 
c=-1 ,.? a. Is  this the official copy of the series? 

b. Does the series contain confidential information requiring securitv handling? If yes, dte law or regulation. 
__ Jf_nm.where is it? -___ s i ~  

,! 
I 

-1 I 
-. - I X c, Is t h i s a r d ?  '! 

I X 1-- d. Doesthis series have historical or long term research value? - 
8. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 

-I .~ . .  
eduled sew ratelv? . .  s the information contained in this s x k ! 2 ! t e  .~ ~ .Llkui$Jtlachg2izY, . .- 

. ~ ~ . .  . 
in th is  series ever analyzeaand/or-~~rded .it-.a summarized report? 

__ . -. , . .~  . ~ 

. . ~ .  
. ~~ 

. . 
h. 1s there a duplication of thisseries in your office, or in another office or'agency? 

-_Jf.Ye&AexeL Partial duplication in the local igstitutions. 
I_- 

? ries for a - of  I 'tl red- - 1 - L i - l s t h i s  se 
 AX^ ~ ~ ~ L D a e ~ ~ ~ ~  IlESBl&DIkllQufl__- ~, 

11. Retention Requirements 

. .  
-. 

The following requires the series to be kept: 

a. State Law A . y e a r r .  1. Audit period --years. 
b. Statute of limitation ~ - ~ 0 ~ . ~ years. . ~~ -e. Administrative need ~. . ~ ~ . ~ A - y e a r s .  
c. Federal law - 5 years. f. Federal retention instructions 3 years. 

Attach copy or excerpt of l a ~ s  er-re&lation?;- Explain.administiative dd. 

P.L. .93-380, Section 510 
45 CFR 100b'.4?7 

- . . - _ .  I . , . .  . ,  I -  

12 ADoroved bisposhion Inliru&a'onsl '' ?hls:agency-reiSm~nds that the file dries be cufotf at fhb end of each: 
~ 

- , . . .  . .  
. ,  

~ . .  _.. ~" 

e] -Calendar Year: 'Fi&i Year; 0 Other . . . I__p__.- ~ . ~~ . I ". ~ : ~ then, ~. ~ I ~ . L  . . u ~.~ 
.. . .  " I : - ,  ,, 

6J Hold in the'current files-area -~?month(s) --cL:-z=A ._ c >  ~ yea&; I. , I .  then 
0 Transfer to local holding area, hold 
!KI Transfer to State Records Center: hold L y e a r ( s ) ;  then 
KI Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other I.Spec/W) 

yearb); then 

if no unresolved audit findings exist. 

-. 

3ecommendations in 
lraph 12 are approved. 
?f disapproved, attach letter 
r f  explanation.) 
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